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A copy of the program fee schedule is available at the community center.  Please contact us to receive 
program specific information.  A deposit of 50% is due at registration with the balance due prior to the first 

day of program.  Monthly payments for Afterschool are due by the 1st of each month.  For all programs, the 
center will not be responsible for your child’s care if payment is not made in full by said date. 

7) ADJUSTED FEES
Adjusted fee is available for qualifying families participating in a program with fees of $25 or more (field trips 
are not included). A copy of an approval letter for one of the following programs: Free/Reduced Lunch 
Program for the current school year, LEAP, TANIF, SNAP, WIC, or proof of income is required to qualify. 

8) WITHDRAWAL
Parents/ legal guardians must communicate in person, through phone call, or in writing with community 
center staff when they are going to withdraw their participant from program.  Failure to communicate with 
office staff may result in an outstanding program balance. 

9) ACTIVITY CALENDAR
A calendar of activities and an informational newsletter will be provided on a monthly/ program basis via the 
provided email on file.  Please be sure your email is kept current.  Hard copies will also be available on site. 

10) LATE PICK-UP PROCEDURE & FEE
If you are going to be late picking up your child, please contact the Program Director as soon as possible. If we 
have not heard from you, our staff will attempt to contact the late parent/ legal guardian or next authorized 
adult listed on the participant form to pick up your child. If staff is unable to contact an authorized adult within 
30-minutes after the scheduled end of program, the local authorities will be notified for recommendations 
concerning the safety of the child. Our late fee is $1/minute after the first five minutes.

11) NOTIFICATION OF ABSENCES
We worry when your child does not come on time, so we require that a parent/ legal guardian notify the staff 
when your child will be absent from the program. If a child does not arrive when scheduled, a parent/ legal 
guardian will be notified in a timely manner and a plan will be put into place to locate any missing child which 
will include contacting the local police if it cannot be verified that the child is safe.  

12) FILING A COMPLAINT
To file a complaint regarding Deerfield Hills, please call the Parks Operations Administrator at (719) 385-6857. 
To file a complaint against another department within the City of Colorado Springs, call (719) 385-CITY(2489). 
To file a complaint with the Division of Early Care and Learning, call the Division of Child Care Licensing at 1-
(303) 866-5948.

13) SIGN IN AND OUT
Per Colorado Department of Human Services and City of Colorado Springs regulations, a daily participant sign-
in/ out sheet is maintained and recorded by Afterschool Program staff.  For each child in care, it includes the 
date, participant name, the time participants arrive at and leave the program site, and must be legibly signed 
by authorized individuals.  Only authorized individuals listed on a participant information form may sign a child 
out of program. Photo ID’s will be required.  Parents/ legal guardians should update their child’s form as 
needed.  In the event that an unauthorized individual arrives to pick up a child, program staff will attempt to 
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contact the parent/ legal guardian.  Children will not be released to unauthorized individuals.  Should the 
unauthorized person persist, staff will notify local authorities. 

14) CUSTODY SITUATIONS
For all youth programs, it is presumed that the parent/ legal guardian who registers the child and submits their 
signature has the legal right to enroll such child and act on his/her behalf. That presumption shall be held by 
staff until presented with written, legal documents to the contrary. Staff is not required nor expected to 
inquire as to any custodial arrangements, nor to interpret the propriety of any statements made by a parent/ 
legal guardian.  

If any custodial arrangements affect the child during his/her participation in the program, it is incumbent upon 
the enrolling parent/ legal guardian to inform staff of all such arrangements. Examples, not intended to be all 
inclusive, of such arrangements are limitations upon contact with the child, specific parental contact 
information as set forth under medical emergencies, and the right to information about the child.  

15) CHILD MONITORING/ LOST CHILD
The staff is responsible for the whereabouts of program participants at all times.  Observation through active 
participation and use of accountability sheets allow for staff to keep a written record of when our kids sign-in 
and out, and where they are every 30 minutes.  If our group is not in the cafeteria, a note will be posted on the 
program door with our location and phone number. 

In the event of a missing child, all participants will be gathered into the same space and all building staff will 
be notified.  A roll call and head count will be taken at that time to verify the missing participant is identified 
and confirmed.  The following will occur: 

1. A search party will be created.  All areas will be searched, including: parking lots, vehicles, bathrooms,
park, etc.

2. If participant is not found within 5-minutes, Director will contact 911 for further assistance.  Parents/
legal guardians will also be notified at that time.

3. A written report will be filed with the City of Colorado Springs and a copy will be kept on file.

16) ILLNESS
If a child should become ill during the program, we will contact their parents/ legal guardians, or alternate 
emergency contacts, so the child may be picked up.  If necessary, participants will rest in an isolated area until 
pick-up.  Please keep your child home if he/she has had a fever during the previous 24-hours, an eye infection 
(red eyes and pus matter in eyes), vomiting, diarrhea, a cough, sore throat, been on antibiotics for less than 
24-hours or has heavy nasal discharge. For the safety and well-being of all children, children with a contagious
virus or illness will not be allowed to return to the program without written permission from a physician, for
24-hours after initial administration of medication or fever-free for 24-hours.  Parents/ legal guardians will be
notified when their children have been exposed to a communicable disease.

17) ACCIDENTS
If an injury or accident occurs that is potentially serious and requires serious medical attention, it is our policy 
to contact 911 before attempting to contact parents/ legal guardians.  We will immediately notify parents/ 
legal guardians if their child becomes ill, requires first aid while in program, or incurs a head injury.  All non-
emergency or minor accidents and injuries will be treated with first aid by a trained staff and documented; 
parents/ legal guardians will be notified upon picking up their child at the end of the day. 
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Youth should always wear comfortable clothes, closed toe shoes, and sunscreen for outdoor playtime. 
Outdoor activities are scheduled every day. Colorado is notorious for its inconsistent and sudden weather 
changes; we suggest layers so that your child will always be ready for the weather (i.e. hat, mittens, coat, etc.)  
Please make sure to label all items. 

27) SNACKS AND MEALS
A daily nutritional snack will be provided for participants of the program.  A planned menu is posted in several 
areas throughout our program area.  Full day participants will need to bring a nutritional cold sack lunch from 
home unless noted otherwise on program calendar.  Sugary drinks, soda, and highly caffeinated beverages are 
strongly discouraged; instead, water bottles are highly recommended.  Please alert staff to any food allergies 
and ensure that proper medical paperwork and prescriptions are on site. 

28) POSSESSIONS
We strongly encourage children to keep valuable personal items at home.  The City of Colorado Springs and 
Colorado Springs Community Centers are not responsible for lost, stolen, or missing items (including, but not 
limited to: clothing, toys, electronic devices, etc.) Any personal items brought from home (jackets, backpacks, 
gloves, etc.) should be clearly labeled with your child’s first and last name.  Please check lost and found 
weekly, leftover items are donated at the end of each month.  As a basic rule, we do not allow children to 
bring money to program.  If money is needed for a field trip or activity, parents/ legal guardians will be 
notified in advance, and funds will be collected by the Director from the parent/ legal guardian prior to the 
trip.  Program Leaders cannot hold onto personal items for participants.  

29) VIDEO/TELEVISION
Access to video and television is limited.  Any viewing items will be rated G or PG. 

30) VISITING DEERFIELD YOUTH PROGRAMS
Parents/legal guardians are welcome to visit at any time during the program provided that visits do not 
disrupt or otherwise interfere with the program. All visitors must report to staff, sign in, stay in designated 
program areas with staff present, and adhere to program expectations.  Staff is required to verify the identity 
of individuals by checking identification.  If at any point a visitor’s behavior begins to negatively impact 
program, staff reserve the right to end their visit.  

31) EMERGENCIES
In alignment with Harrison School District 2’s Emergency Plan and FEMA’s Multi-hazard Planning for Childcare 
Training, Deerfield Hills Community Center has outlined an Emergency Action Plan for the Deerfield Hills 
Elementary Programs.   

Medical Emergencies 
In case of an emergency, every effort will be made to reach the parent/ legal guardian as identified on the 
enrollment form. If all efforts to reach the parent/ legal guardian have failed, staff will take all the steps 
necessary to obtain care. These steps include, but are not limited to the following: 

1. Staff will attempt to contact a parent/ legal guardian by telephone.
2. Staff will attempt to contact any of the authorized persons listed on the enrollment form.
3. The staff will attempt to contact the child’s physician by telephone.
4. If we are unable to reach any of the above mentioned people, one or more of the following steps may

be taken:
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a. Call another physician;
b. Call the paramedics or emergency medical assistance;
c. Transport the child by ambulance to the nearest hospital, where a staff member will stay with

the child until a parent/ legal guardian arrives.
Any expenses incurred under step four shall be the sole responsibility of the child’s parent/ legal guardian.  
NOTE: In a life threatening emergency, staff will call 911 before attempting to contact parent/ legal guardian. 

Emergencies & Natural Disasters: 
Monthly emergency drills are held with youth participants so that all are familiar with established procedure 
and their conduct during drills is a matter of established routine. All staff have been trained and given specific 
tasks in the event of an emergency, including, but not limited to, fire and tornado. 

Our program utilizes the Standard Response Protocol (SRP) which is also used by HSD2. 

SRP IS ACTION BASED. The Standard Response Protocol is based not on individual scenarios but on the 
response to any given scenario. Like the Incident Command System (ICS), SRP demands a specific vocabulary 
but also allows for great flexibility. The premise is simple – there are four specific actions that can be 
performed during an incident. When communicating these actions, the action is labeled with a “Term of Art” 
and is then followed by a “Directive”. Execution of the action is performed by active participants, including 
students, staff, teachers and first responders. 

1. Lockout is followed by the Directive: “Secure the Perimeter” and is the protocol used to safeguard
students and staff within the building.

2. Lockdown is followed by an audible voice alarm “Emergency Lockdown, Emergency Lockdown” and all
magnetic doors should close and be locked with lights turned off. This is the protocol used to secure individual
rooms and keep students quiet and in place.

3. Evacuate is always followed by a location, and is used to move students and staff from one location to
a different location in or out of the building.

4. Shelter is always followed by the hazard and a safety strategy and is the protocol for group and self-
protection.

These specific actions can act as both a verb and a noun.  
If the action is Lockdown, communication to local Law Enforcement Agency would then be “We are under 
Lockdown.” 
 Each response has specific student and staff action. The Evacuate response is always followed by a location: 
“Evacuate to the Bus Zone.” Responses can also be chained. For instance, “Evacuate to Hallway. Shelter for 
Tornado. Drop, Cover and Hold.”  
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Deerfield Hills Community Center offers a wide variety of programs and services. 
Please contact any of the center staff for information on the following: 

DEERFIELD HILLS NEIGHBORHOOD ASSOCIATION 
Our local neighborhood group utilizes it’s time and energy to keep the neighborhood a clean and safe place to 
live. Meetings are generally held at the Deerfield Hills Community Center. 
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Please call to confirm the next meeting date. 

DEERFIELD HILLS FOOD CO-OP 
Based on the simple yet powerful belief that healthy, fresh food should be available to everyone, the Deerfield 
Food Co-Op redistributes food straight out of the community center every Tuesday at the center for those 
living in the 80916 zip code.  Call us for more information! 

RENT THE CENTER 
The Deerfield Hills Community Center is available for receptions, family reunions, and public and 
neighborhood meetings. Please call for rental fees and availability. 

DEERFIELD HILLS SPRAY GROUND 
Experience our Water Playground... the Spray Ground includes 16 different water spray features containing 
over 50 individual spray nozzles and various features including: Bell Trios, Foaming Geysers, Ground Geysers, 
Soak Stations, Water Jellies, Water Quests, Water Trios and a Water Wall! Free and open to the public June 1-
Labor Day each year. We offer birthday party packages and require reservations for groups of more than 12 
during the week. Contact the center for more details. 




